
Key Points Regarding the Preparation of Promotion Forms 
for the Clinical Discipline Track 

 
(These COM guidelines are supplementary to the instructions found in  
Parts I, II, and III of the University Promotion and Tenure Guidelines.) 

 
 
When preparing to develop a promotion and tenure dossier, first read all guidelines and instructions.  Follow the 
chronological requirements for each section.  Note which sections require information BEFORE and which 
require information SINCE the last personnel action.  Packets need to be filled out appropriately and must 
provide complete, detailed and accurate information which fully documents the strengths of the candidate.   
 

 
Preparing the Case 

 
It is the responsibility of the Unit Executive Officer (UEO) to prepare the papers and, more importantly, to 
make the case for promotion and tenure.  The UEO/paper preparer is responsible for ensuring that the 
papers are complete, in proper form, carefully proofread, and in compliance with University guidelines.  In 
order to be the paper preparer, the UEO must be eligible to vote for the candidate. If the UEO does not meet 
this requirement, a faculty member who meets the eligibility requirements should be identified and the 
dean’s approval of that individual must be secured. 
 
Please note that Unit Executive Officers with a history of a substantial collaborative scholarly and/or 
personal relationship with the candidate may not serve as paper preparers and may not vote on or 
otherwise endorse the case.  Instead, another senior faculty member should be assigned the role of paper 
preparer and UEO-designee. Although the UEO may not endorse the case, he/she may provide a letter of 
collaboration or support. 

 
Norms 

Both the College’s and the Department’s established criteria for the proposed rank and track must be met.  
Departmental norms should describe accepted standards within the discipline, any unique missions of the 
unit, and expectations in the discipline for external funding. 

 
Department Vote 

The UEO will not vote with the committee.  No vote should be taken until the dossier is complete, and all 
letters of recommendation have been received.  Prior to the formal vote at the department level, candidates 
must be provided access to the formal presentation of their case, with the exception of external letters of 
evaluation and any internal evaluative statements 

 
Outside Reviewers 

Confidentiality:  All letters are to be treated as confidential and are not to be shared with the candidate. 
 
Justification for choice of reviewers: Information concerning how and why reviewers were selected must 
appear on the biographical page for each referee.  The statement should cover how the reviewer was 
selected (departmental committee, the Head in consultation with the committee, etc.) and a discussion of 
why the reviewer is appropriate for this case. 

 
Selection of reviewers:  Written evaluations must be obtained from no fewer than 3 but no more than 5 
experts in the candidate’s discipline who have not had a close association with the candidate.  All referees 
should be at or above the proposed rank. Selection of reviewers who are not at appropriate rank MUST be 
justified in detail on the reviewer’s biographical page.  DO NOT request evaluations from former professors, 
fellow students, past or present departmental colleagues, post-doc advisors, co-workers or collaborators.  
Failure to adhere to the College and Campus specifications on external reviewers can jeopardize a 
promotion recommendation. 
 
Materials sent to reviewers:  The solicitation letter must be unbiased, and should include the candidate’s 
CV; a personal statement from the candidate related to his or her teaching, service, professional practices 
and scholarship (optional but encouraged); copies of recent publications; and the college/departmental 



criteria for the track in which the recommendation is being considered.  Please review the sample letters 
available at 
 
https://medicine.uic.edu/office-faculty-affairs/promotions-and-new-appointments/academic-rt-academic-ct-
and-research-tracks/external-referees/ 
 
Addressing negative comments: The UEO’s statement must address any negative comments raised in the 
outside letters or split votes at the department level. Failure to address negative remarks may be interpreted 
as agreement with the comments.   

 
Letters of Support:  Letters from past or present scholarly/research/clinical colleagues, former graduate and 
post-doctoral advisors/mentors, and any relevant others may be included in the Letters of Support section.  
These can be particularly helpful in providing evidence of the candidate’s clinical excellence.   

 
Scholarship 

Publications should be listed in chronological order (old to new), and senior author must be underlined.  The 
quality and standing of journals, presses, and citation indices in which the candidate’s work appears should 
be addressed in the UEO’s statement, in order to assist reviewers later in the process who are not 
disciplinary specialists.   Comments on the significance of invited colloquia, honors, or clinical programs are 
also helpful. 

 
Joint Appointments 

For faculty with split appointments, the appropriate faculty committee in both units should vote 
independently to recommend promotion and/or tenure in their respective units, and the executive officers of 
both units should complete the UEO’s Evaluation.  The external referees should be chosen by mutual 
discussion and agreement between the two department executive officers. For 0% courtesy appointments, a 
letter of endorsement from the UEO must be included. 

 
Student Evaluations of Teaching 

Our College’s Promotion and Tenure Form is customized to include forms developed as a part of the 
College of Medicine's teaching portfolio as the basis for the documentation of teaching.  Detailed 
instructions are provided in the “Manual for Evaluating Teaching in the College of Medicine” available for 
downloading at:  
http://medicine.uic.edu/wp-content/uploads/2017/01/COMTEACH.pdf 

  
Data cannot be submitted in raw format, but rather must be summarized.  The solicitation of letters from 
former students/trainees is strongly encouraged, and peer evaluations are required. 

 
Submission of Materials 

When reviewing Campus policies, please bear in mind that the College of Medicine has its own submission 
requirements regarding number of copies and electronic format which should be followed at the 
departmental level.  To ensure that you are following appropriate process, paper preparers and coordinators 
are encouraged to consult with the COM’s Office of Faculty Affairs early on in the process. 
 

New Information 
Information received after the papers have been submitted to the Dean’s Office which could affect the 
outcome of the case (for example, acceptance of manuscripts for publication, notification of grant funding) 
should be sent to COM Faculty Affairs as soon as it becomes available.  This includes any new external 
letters providing they were solicited in a timely fashion but received after the requested date. 
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